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OVERVIEW 



The purpose of this one-day workshop is to train local planning Ceatr 
members and school supervisors/administrators to conduct survev. "f'local 
opinions regarding carear education. " it is assumed that the workshop 
participants represent only one local school district and that before 
enrolling in the workshop, these participants hnvr dectdad to undert^ko 
a survey in their local school district. 



OBJECTIVES 



Upon complo ting this workshop, parcicipants will have: 

• discussed what a local opinion survey is and why it is 

n e c Q d ■ ' 

• discussed and written a statement of purpose for conducting 
a Local opinion survey in career education 

• aiscussed and written examples of issue^reiated questions 
appropriate for a local opinion survey in caruer education 

• reviewyd the different types of prdbability •sampling 
techniques, discussed the advantages and disadvantages 
or each, and determined the technique(s) they prefer to 
use in their local opinion survey 

• discussed' the advantages and disadvantages of three 
data collection methods and reviewed procedures for 
carrying out the.wt' metlic.lH 

• ^^™ined simple m^^L ,ods , ^ processing and interpreting 



discussed the- cont., ; of the four major sections of a 
summary report (i.e. introduction, procedures, results 
and summary) . 



DiRECTIONS TO THE TRAINER 



1.. The foUowing pages describe activities which can be used to nresent 
the topics included in this workshop. The trainers mav oresent chese 
activities exactly as decribed or they mav alter, dela'te; add or 
change the order of activities according to the needs of the 
participants, 

, 2. Handouts which accompany this workshop are listed in the table of 

contentis and are printed on wh'te paper Co facilicate copvinff. Plan 
to have one copy of each needed handout for each participant Vvail- 
able at the start of che workshop. 

3. The time needed for this workshop is approxlinatelv seven hnur«. 

Estimated times needed to complete an activitv are included In each 
activity description. The activities may bo presented durinc a ohi?- 
aay workshop or chey may be parcelled out Into several workshops. 

Both Italics and roman type will bo used in activities in IhU • " 
workshop outline. The words In italics are addressed to vouVthe 
trainer, and the i. ' .ypg g.^g information you ra^y want 

to pass on to your a.^iance. 

5. A diagram entitled "Sequence of Activities"' is found at the beginning 
of each new activity. The purpose of this diagram Is to signal the 
start of a new activity, marked with the notation "YOU ARE HERE." 

6. This workshop description is not intended to hu the sole basis for 
your quallflcntiu tn lead the workshop. Trainer orientation and 
tecnni, ,il assisti! e t rom Research 'for Better Schools, Inc. are 
recommended. 

7. Befoi . attempting presentation of any activity, you should become 
familiar with this entire document, 

8. During some workshop activities, participants are encouraged to reach 
a consensus of opinion. Trainers should attempt to facilitate this 
process, but also should be willing to accept minority reports. 

9. Throughout this workshop, participants are expected to discnsR ir.au. 
of internal ' f th. trainers believe that the numbiM of participants 
1 ton large - , an effnctive discussion, tliey may opt to divide up 

< '^i''' '' ' or more small groups. 

For the purposn of this workshop, a school community will bu dufinad 
as all individuals associated with a school district including, for 
example, students , teachers , administrators, parents, business people 
aha community resident?. ' ' ' - — ^^-^ — 
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ACT IV IT-' 

Introduction to Surv.3v R^wpnijMi 



e burvev — an information i?Htherinc activicv wln-f^ 
obtains faetd and opinions trom nl] or some 
menbers of a popul.ation of interest. 

* Carour Educatlnn Survey — an information gatherinr, 
activity designGd to obtain facts and opinions abouc 
career education in order to revise or develop a 
career: education program. 

Explain tlmt aurvejj mcthodB imluda reBear -h ti^.-hnrmra aincd j 
jutnsi'tng Java. cxcunpleB of thaie reaeai^an tea}ini:mcs arc as f 

• Interviews (face-to-face or telephone) — Interactional 
exchanges in which one person (the interviewer) attempts 
CO elicit information or opinions from another person or 
persons (the interviewees or respondents). Open-ended 
questions can be used effectively durins interview 
situations. 



• Questio nnaires — sGlf-adminlstered instruments which 
include directions and examples illustrating how the 
questions should be answered in writing. Most questions 
on the questionnaires ask respondents to choose from 
options by, making a check mark or by deciding the most 
appropriate answer. This survey method lends itself to 
gathering information by mail and about facts and opinions. 

• Croup meetings — specially designed meetiiigs conducted 

to collect information about specific topicsxfrom partici- 
pants.. This survey method lends itself to gathering infor- 
mation about public opinions and to generating •solutions to 
problems. 



/ 
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. Use the following background infoi'mtion as a basis fov t^iabure or 
dtsausston: ' . • 

t 3 

• Survey rasearch has had a long historical tVadltiori. For ' 
example, ancient Egyptians and Romans counted populatiDn 
and conducted surveys of crop production for several pur^ 
poses 5 including taxation. 

. • Information collected by surveys can be of various types. ^ 
Some examples are : - ' ^ 

- Gallup Polls #re used to sample public opinion* 

- Market researchers employ surveys to evaluate 
product acceptancf. and use, 

- Scientific disciplines (e.g,, economics, psychology, 
political science) maka use of surveys to collect 
information relevant to the interests and problems 
In their Jield . . . 

« Studies involving surveys account for a substantial proportion 
of the research done In the field of education. For examples 

- Some reports indicate that one-third of the 
education research projects Involve use of a 
survey (Lagarsfeld & Sieber, 1964). 

- Your local school system also eonducta surveys. 
For eKample, a school census is conducted so that 
administrators can describe the educational needs 
of their schools, ,In addition, comprehensive 
school surveys are undertaken in order to explore 
and evaluate various aspects of the school, such as 
administrative procedures, staffing, curriculum ob- 
jectives* or physical facilities, 

. B^lain to paptioipants Mob opinion aurveys am often ussd to QdU0at 
%nformat%on which is Us&ful for the developmnt or mviaion of n Qormr 
education progrm. for ewampla, a oarB&r education aurvey might be. con 
duot&d to detemi%ne ways in whiah th^ Business aorrmunity aould aoop&rat 
%n %mpmv%ng aamer education ' ins tmcHon oi' to exmdne the mtent to 
whtah high sahool teachers are currently infusing earner education in- 
struattan vnto their coursGS of study. ^Ask participants to brainstorm 
reasons why a aareer education survey might be aonduoted and haw this 
%nforrnat%on would be used in developing a Qareer eduoation progy^am. 
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Eojplmn to parHaipants that topiaa of this workshop follau steps out- 
Uma on the handout, '^Ovepview of a Local Opinion Siwvsy. " Distribiit& 
trie hanaDt^^^J^ervieu of a Loaal Opinion Supv^y,'' and mview the dia- 
gram with the pSrtiQipants. ~ ' ^ ' 

(Optional) In sorn& porkshops, partiaipanis may need to revim) Qaraer 
^duaatton definitionsj ^oal areas and progrmi elements of aar&BP edu- 
oation. Ask partiaipants if they think one or more of these topias 
should be reviewed now. Eaah of th&Be topias is inaluded in another 
mrkshop developed by Researah for Better Sahools, Ina. (Bmy, 1981). 

# Review the definition of aareer eduaaiian whiah has been 
e&tabUshed in: the sahool distriat. Write the definition 
on a ahalkboax^d or posterboard. If a definition has not 
been agreed upoHj review the various types of defCnitions 
using handout^ ^^State Plans and Other Career Eduaation 
Definitionn\'-^ 

0 Review the aareer eduaation goal areas by diBtributing the 
handout J ''Desaripiion of Career Eduaation Goal Areas j'' and 
disaussing eaah aategory. ' . ■ 

m Review progrmn eUmgnts by distributing the handout /mements 
of an Operational Career Eduaation Progrtm^ ^- and dincunninQ 
each oategory,.. 
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ACTIVITY HANDOUT 
Outli ne of a. Local Op inio n Survey 



Begin With : 



Concludj 



Define the 
purpose of 
the survey 



2. Develop 
issue re- 
lated 
questions 



Decide on 
sampling 
and data 
collection 
methods 



Develop 
data coi- 
lection 
materials 



5* Conduct 
the 

survey 



S. Process and 


7 . Prepare 


Interpret 


the 


the data 


summary 




report 
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State Plans and Other 
Career^ Education D ef Initionss 

i ' ■■ " " .. 

Council of Chief ^Mte School Of leers = Career education i« essentially 
lLln^'J"°^ir*- strategy aimed at Improvini educational Dutcomes by re- 
lating teaching and learning activities to the concept of career development 

Mi |ware State Han - Career education Is the totality of experiences 
through which one learns about and prepares to engage in work paid or 
unpaid — as part of an e.^pected way of living. 

^m^m^Mm. - Career education is lifetime education. It is edu- 
cation to meet career needs at every stage during one's life. 

Kenneth Hoyt's Definition - Career education thus becomes the totality of 
experiences through which one learns about and prepares to engage in work 
as a part of her or his way^df living. 



H rf-f " " ^^^^^ education is a continuing educational process 

used deUberatively and collaboratively by school and community to provide 
and assise all individuals with opportunities to develop self and career 
awareness, explore a variety of career options, and choose and prepare for 
appropriate, satisfying, and potentially changing career roles. 

^'J^fs^^^ta - Career aducation is the totality of experience 

ChrquBh^whlchvphe learns about and prepares to engage in work as part of 
his or•^ier way of living; , ' 

Pannsylvania State Plan - Career education Is a purposeful, sequential 
process through which the schools, family and total .community cooperatively 
seek to assure the satisfactory career development of young people dnd their 
preparation for adulthood and successlEul transitiion Into the world of work. 

M l Career education is the development in students of those competencies 
which will allow them to explore, understand and perform well ihe worker ' 
role and to comprehend the relationship of the worker role to other life 
roles such as citizen, family meraber, consuiner, student, and participant 
m aesthetic and recreational activities. 



\ 
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,. ACTIVITY HANDOUT 
Description of Career Education Goal Areas 

Knowledge of Self and Others ' 

foste ^nfl^^ L°5 self and -nthgrs is a group of outcomes concerned with 
fostering m students an understanding of themselves and others and with 
developing student , interpersonal skills. In working toward outcomes In 
tjis group, students becpme.aware of their own interests, aspirations ' 
abilities, attitudes and values, and those of others. Students also learn 
techniques for appraising and .analyzing their personal characterlsitlcs In 
terms of career options and begin to plan and take responsibility for self 
improvamenc Further, students develop skills in getting along with others 
and in working coppermtlvely to achieve goals. As a result of their work 
on these outcomes, students begin to develop a clear understanding of them- 
selves, an awareness of the directions in which they wish to change and 
grow, and a sense of responsibility for directing their own growth. ' 

Career Aw areness and Occupational Explor ation 

, Career awareness and occupat ional exploration outcomes are those in- 
volymg student^knowledge of the different kinds of options open throughout 
one s career and those relating to student learning about how to examine 
various occupational fields. Students learn about the necessary training, 
benefits, duties and responslbHitlas of Individuals employed' in specific' 
occupations. Students also become aware of the limiting effects of ethnic 
and sexual stereotyping and they broaden their horizons by examining al= 
. ternatlve^career roles. In-^ addition,, students gain an appreciation of the- 
reasons why an individual would choose a particular type of work and the 
way^in which this choice influences other roles (e.g.. family member 
citizen, consumer). Students, learn how to Investigate and assess their 
pwn interests, abilities, and values with respect to differenr occupations. 
AS a result of work on outcomes in this category, students acquire back- 
.ground information about a wide range of careers and they examine In detail 
those occupational areas which interest them most. 

Career Planning/Decision-Making ■ 

Career plannin^/decislnn maki'no ^..^^^n,p,^nimTvr plnnnlne iim juj ' 
decision-making skills as they relate to planning a career. Students 
learn that career planning Involves examining alternative career paths In 
light of one s own interests, aspirations, abilities, attitudes and values 
and making decisions accordingly. Students develop an understanding that 
thoughtful decisions made with an awareness of possible consequences can ' 



help them efface their futures in positive ways. Once students have de- 
veloped planning and decision-making skills, they are ready to formulate 
their own tencative career plans with Che realization that these plans ' 
will be revised throughout life. 

C aireer Preparation 

Career pre^^atlon includeH those outcomes which relate to student 
acquisifion of acadymlc and vocaL-onal knowledge and skills necessary to 
enact career platis. 

Career Entry and Prograsa lon 

ihtt career entry and progression outcomes are concerned with develop- 
ing th.. abillcy of gtudents to find both paid and unpaid jobs. In addition 
students leavu aboui: work attitudes and behavldrs which help in retaining ' 
a^job, and about procedurria for moving up the career ladder. For students 
in^rt,icfld in eiiLering postsccondary education, instruction is also offered 
on now seek, gain acceptance into, and complete a program appropriate 
for thunu Aa a result, students acquire skills which help them obtain 
th^xr Nlrbl: Jobs as well subsequent employment. 
\ 

\ ■ . ■ . 
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■ACTIVITY HANDOUT 



Elements of a n Operational Career Edueatlon Program 
Courae Instruetion ■ ' ' ' • 

_ Course instruction indludes all school courses and all aetlvltles 
within those courses which contribute to student, accomplishment of career 
education objectives. Activities include those which occur within the 
classrootn and thqse extra-classrooin .activities which are assigned as part 
of a school courage (e.g., homework; assigned work exper nces). 



Commu nltv--Based Lekrnlng Activities 



se cdn- 



_ Community=bas^d learning actlvitleB refers to learning experiences 
which utilize community resources in a community setting and which require 
students CO learn by observing, participating or producing. In" a career 
education program, cpmmunlty-based iBarnlng activities include, for ex- 
ample, -field trips, cooperative work-study programs, and observing: or 
shadowing workers. Some comfflunlty-based learning activities might \f 
nected to, a specific course of study. wHile others*,might be offered a^ 
optional, noncourse-related learnln| opportunities. 

Ex t ra- Cur rlc u lar Activities ' . ' ' 

■ ~ . ^ - . . — ~ — ■ ■ . " • « 

Extra-curricular activities are experiences that occur under the aegis 
of schools,' but are not part of regularly scheduled course instruction. 
Some of these activities have a specific career education purpose. In- 
cluded among these are: " ' ' ' . 

• career fairs = ^inttoducing student^to an array of career choices 
through brief written, oral and visual presentations 

• career clubs -^developing student interest in a field and providing 
. raalis^tic views thraugh specific Information and direct eKperiences 

(e/g,-j Future Teachers of ^erlca) ^ 

Activities whose mai^ purpose is something other than career educa- 
tion may have^ a career ' education dimension. Included ajiong these arei ■ 

• clubs - pravidlng varying experiences In areas of student interests,, 
(e-.g., drama club, debating club, chess\ club) of ten leading to vo- 
cation and leisure time activity choices 

• sports activity - developing interperSonkl and self revealing ex- . 
periences through individual or team Efforts ■ . ' ' 
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• student government - providing an opportunity for students to be 
. ■ leaders and followers " 

• special school project - developing career awareness and "'the 
ability to work and cooperate with others through such ac- 
tivities as car washes and bake sales. 

G uidance Services 

Career guidance services are formulated 'actions which focus directly 
■ on helping students as individuals perform well in life roles. ' These 
services usually include: ' 

• appraisal - ohjectlvr and l 'active data are collected, analyzed 
and used to help students better understand themselves 

• informational - students are made aware of opportunities available 
to them so they can .make better career choices and decisions 

• counseling - students individually and in groups, are helped 
toward self-understanding with emphasis on decision-making 

• planning, and placement - students are helped to make individ- 
ual career plans and to act upon these plans. 

Resource Center 

Career resource centera (sometimes referred to as career centers' ' 
career learning centers, or career guidance centers) provide a means for 
delivering a variety of career education and career guidanca services and 
resources to studMts, staff members, and cotmunity members^ The ranee 
of resources and service might Includes ^ I 

• occupational information files, such as career pamphlets, and computer- 
assisted information systems'*^ \ ^ 

• aaucation/trainlng information, files, such as school catalogs and 
apprentic^eship opportun^ies ^ \ 

» instructional media, such as; films, fllmttrips, workbooks, games and 
simulations and audio tapes / = 

• curriculum guides or instructional acti^^lties files 

• career exploration resources . files , including field trip sites, 
opportunities for sHadowingy and Internships 
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human resource files, such as volunteer speakers, consultants,' 
and mentors ' 

• Job vacancy files ' ' . 

• consultation and training services for teachers implementing 
. career education activities. 

Although •"lese resources and services could be provided in many dif- 
teren. wuya, ciiere are advanfiages to having them orianized and coordinatad 
m one location. " - 

School/Community Linkage 

School community llnkagte refers to the connections betweer. the school 
and non-school, personnel sych as parents, business and laboE organizations 
community groups, social agencies, government agencies, and 'community mem-' 
oers in general. , ■ 

^ Since students learn about careers in all settings, a career educa- 
tion^ program benefits from the active participation of community members 
Ideally, coiranunity members should participate in a career education pro- 
gram by working with school personnel to plan and Implement the program 
and by volunteering as guest speakers or as workers to be observed or 
shadowed. In addition, community resources. such as funds, equipment, and 
paid and unpaid work oppcrtunitles should be used to support a 'school- 
sponsored career education program. ' 

Staff Development ■ 

staff development refers to ways by which professional personnel re- 
view or acquire skills, knowledge, and attitudes related to career educa- 
tion objectiyes. Staff development might occur as a result of courses ' 
conferpnces/ wprkshops, commuhlty-based learning activities (e.g. ex-' 
changes, shado«?ing, etc.), and other on-thf-job eKperiences including 
regular or task/problem-oriented professional staff meetings. In addition 
the content ot a career education staff development} program would Ideally ' 
include the followingj The rationale ior a career^ducation ^program stu- 
dent OMtcomes, strategies for implementing a coraprehensive career education 
program recommended methods and techniques , for teaching career education 
the classroom, and resources available for .career education. " 

Adminlst rat ion/Management _ • 

Administration/management refers to planning, organizing,, directing, 
and controlling human -or material resources to accdmpMsh predetermined ' 
pbjeccives. In the case of a career education program, the task of . ' 
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administ'^ring the program should be assigned to one Individual (e.g., a 
carear educntion coordinator) or Co a small group of Individuals Jo would 
bo responsible for undertaking the foUowing management functions^ 



design and manage the planning and implementation of the program 

assess the roles and responsibilities of staff members in terms 
of the career education program and the relationship of this 
program to the school, school district, and community 

examine the career education program to ensure that It is com- 
patible with the school district's rules, regulations and 
protocols 

construct and administer a budget for the career education 
program. 
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SEQUENCE OF ACTIVITIES 



YOU ARE HERE 



Overview of the MorksHop 



Introduction to the Workshop 



Statement of Purpose 



Issue-Related Questions 



Community Population and 
Samplirtg 



T 



Data Collection Methods 



Date Processing and 
Interpratation 



The Summary Report 
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ACTIVITY \ 

Statement of IPurpoae 

in-^-'iM ?n'r^^.^C'-1^ ftivity ie to desanbe faatom wMaH ehould be 
ui^Ma&u m a statement of purpose. . 

The estimate time for aonduating thiR aativity is 45 nrinuteB. 

1, . Expl<H?: to partiaipants that the first aativity in planning a oom- 
nnmvty survey 1.3 defining the purpose whiah will provide a frampwork 
jar aU suasequent^survey aativiH^g. a clear pumose stat^mevfr 
snould tnaLude the following points of information: ' 

• Background Information explaining why the survey is being 
conducced and who is responsible for carrying out the 
survey 

• Issues of interest 

• Specific topics to be raised 

Community groups from whom information should be collected . 

• An explanation as to how the information collected will be 
reported and used, ' 

i. DiatHbute the handout, "Emanple of a CompUtcd I>urpose Statement " 
Revteij the %nfomation presented in the handout. Use the foUowina 
■cnTorma±von-to-emben^ - - 

• Background — a brief background description is developed 
to outline the situation which led to the cominunity survey. 
It makes clear why the survey is being conducted. Most sur- 
veys are conducted for one to two reasons- to provide in- 
formation which will help make a specific decision about some 
aspect of a career education program, or to provide Information 
which will sugiest some program possibilities. For example, 

a survey of employers to determine community-based career 
,. ^ education resources will /provide information which will sug- 
gest some program possibilities. ' 



Issue of Interest — the issue of interest is the general 
question you want to pose. Some ways of stating these issues 
are; , 
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- Should our current career education program 

be change? r „ 

- In what ways can our career education program 

be Improved? - k- gi-ara 

- What kinds of student qualities and under- 
standings should be targeted for improvement? 

Tho subject of Che issue statement is the specific school oropr.n, 
serv.ce. or function which is being considered for ' T th^ 

^^^Um^r "^"^ .eachi^irea^Lr'^ 

clarify;the issue of interest, it is ' ' 
«ram to he .^^f^^'^ ^^P^^^^ tl>« career education pro^ 

'spec s o ntare>' '^-^^^-^ the three 

aspects of interest were community^based learning experience 
career guidance^ and a career education resource center 

Community groups from wh om information should b e collected - the 
wh^rf Llr^M " ^" suHeTshonrincT^de people 

d^«lf h H '° ^""'^'"'^ information needed (i.e.. IndivJ: 

wm be °ff"^ Tk^'J l^"°"l«dga about the topic and/or those who 
will be affected by the decisions to be made), in the -foregoina 

chUdren 'wrifn '""^'"^ Possible education for th^ir 

children jould be concerned about and affected by changes in. 
cheir children's career education program. : ' 

c^r^T^^t^ °^ community groups which may prove relevant in a ' 
career eduGation survey are: 



students 
teachers 
administrators 



- all adult residents of a GOnmunity 
^ members of the business community 

members of variocis civic organizations 



- recent graduates 
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• Hgw^e Information collected will hf^ „«pH it important 

to deeida who will receive the Information, how the Information 
will be used, and che ways in which the information will be 
^hared. For example, the planning team might ssk: is the in- 
formation to ba provided in a written .apof t to parents^ Will 
a funding agency expect to receive a detailed report' Doe"?" 
Che school board expect to receive an informal briefin.r" 
the amount of information to be collected and the type 'of ' ' 
audience will influence such factors as the number of people 
to be polled and the survey method to be selected. ' " 

Diuidethe Ffrtioipants into small groupa of three or- fow tPcFvuhiala 

the group B aonalm^on, Mak^ maaU^ lUt of th, mall gihuh. 
poiU and tnen m< parttatpanto to arriua at a aonsc^nsus of or War 
about eaan of the mAaategoMea , WHt, the ™i upon^^^ o" 
purpoae on a postevboard or- chalkboard for fftm^, rJkrm^: ^ ' 

it may he nea.saary to review tk, ^aun'. 

>m ■ i^'''^''^fT — ^"^''^^^ ^duaation. need ba, u^. Hand- 
out,^ DeBarvpPLona ol Carear EjMoation Goal Areaa," and "Uemr^^^ '- o-' 
cni^J^tuonal Carmr Edaaatian Program" dasaribed In Uu :n, nr:Q " 
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ACTIVITy HANDOUT 
Example of a Com pletod .^urpose Statemen t! 

The career adueation planning tea™ n,«.ba„ fro. 
poorlJ In ^^ have just learned that their students perfonnad 
test Sev h f education on a statewide assessment 

test. They have already surveyed faculty attitudes about career 
education and the career education program. They now want to know 
vThat the^parents of 7t,h and Sth graue- students think about the pro = 
gram.^ The d^ta obtained from faculty and parents will be used by 
.--the-pianninfv team tP determine program changes. ' ' 

THE ISSUE OF INTEREST What changes are needed to Improve the 
teaching of career education? , 



3- THE TOPICS OF INTERES T ARE: 

■ ^ -9 

• community -based learning eKparience 

• career guidance ' , ' 

• career education resource center 



TH E GROUP (S) FROM WHICH IN FORMATION SHOULD RR CminnT^n _ Parents 
of students in Franklin School, - — ^ ^ . 

TgEJNFORMATION COLLECTgD^WILLBE -= analyzed by the career education 
planning team in Franklin School. , This group will report student ] 
test scores as well as faculty and parent assessments and recommenda- 
tions. A summary will be sent to parents, faculty members, and 
community/business organizations, 
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ACTIVITY HANDOUT . 
Drafting of Statement of Purpose 

DIRECTIONS : As a group, discuss the background and purpose of the survev 
you plan to conduct. After your group reaches consensus, 
complete this planning sheet. 

1. BACKGROUND: 



2. THE ISSUE OF INTEREST IS; 



3. THE TOPICS OF INTEREST ARB: 



^- THE COtMUNITY GROUPS FROM WHICH INFORMATION SHOULD BE CQLLECTRn ARE: 



5. THE INFORMATION COLLECTED WILL BE: 
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SEQUENCE OF ACTIVITIES 



Overview of the Workshop 



T 



Tntroduction to the Worksho 



YOU ARE HERE 



Statement of Purpose 



Issue^Relaced Questions 



CQifimunity Population and 
Sampling 



Data Collection Methods ^ 



Data Processing and 
Interpretation 



The Summary Report 



ERIC 
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ACTIVITY 
Issue-Related Questions 



. i^t,S""?: -'^^^f^y''^'.^^ develop speeCfia iaau^^velated 

Tm <,etimated tirm naeued fos' aondiiating ihis aati:;ity ia 30 minutes 

i. iJp.:zj t'le aiugi'm below on a ^j'hzLkboavd op poatevboj^^d a?^d .'vplr^^n ft- 
maning as follMs: 

An approach to developing issue=related questions can' be illustrated 
In this manner: 



Issue of Interest —^Topics— *.Subtopics_^ Questions 



One approach to developihi issue-related questions involves sub- 
dividing the issues of interest represented by the purpose state- 
ment into topics of interest, breaking each topic into subtopics, ' 
and then developing* questions for each subtopic. This process is 
helpful since it requires planning team members to clarify what 
they want to ask before getting involved in the details of how to 
■ phrase the question. 

Distribute the handout, "Ea-ampls of Topias and SubtopiaB-~FTanklin 
school, ", and explain that the nem task is to dompiTje a list of 
sidptop-ias. Rsv%sw the information on the handout, riview the plan 
nmg tearn'a topias of interest aontained in the statement of mimose, 
and then ask partioipants to suggest subtopias. List all suggesHoni^ 
on a chalkboard and dzsausa each suggestion. Ask partiaivants to 
oonsider the following questions: ' ' 

• On what aspect of this topic do m need information from 
community members? 

• From which groups is this informtion wanted? 

• How should this information be gathered from each group? 

• Would it be more efficient to collect this information 
from other groups or in other ways? 



• Could we actually use this information in planning a 
career education program? How? 

Emoiwage pavHoipants to inaluds subtopics which thsy will he able 
to usej^n planni-ng changes. This will inapmse th& e'-'rioienav ' 
V'ic; ciata gatnsrzng and interpretabion proacaa-^t;, " " ' 

ro_;itfip pai'tiaipants dsaide how to pefine the general auentions, 

iy^vici) majop typ^u of questions, present mamLiJa at' »ach 
ana pvovtde a MrkBhop time for prmaping qumtionB. The -olLowina 

dfLBQUB&tOn: 



:j'a3iB jar ifii^ricr teature ov 



• Cl^e^jiuescionsi Closed questions provide a set of possible 
responses and instrucc the individuals to select a response." 

Closed questions are especially useful where alternative 
responses can be pre-^determined, are limited in number, 
and are relatively clear-cut. These closed questions are 
also most appropriate for securing either factual infor^ 
macion or predictable expressions of opinion. The examples 
below Illustrate various formats for writing closed 
questions^ 

- The question can Include alternative responses 
based upon a continuous scale of gradual in-^ 
creases or decreases from one response category 
to the next* 





Very 


1 


Not 


Not 




Important 


Important 


Important 


Sura 


How important do 










you think it is 










for students to 










visit local com- 










munity places of 










work? 
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The question can include alternative responses 
listing differences in kind and requesting the 
respondeiit to select "which one or ones." 



-'''^ fl^^ ^''^^ .ttribuu. winch you fo.) .re MOST 

' ^'^ "E''^ the five (S) ^iLtrilnue. viucH vou foel 

.H^ LIU,.. ,n wnH-;> r,.;.Uycc,^ l-.iw,.„ iho ngc^ uf 16 nnd 21 nr. MOST DKnciKNT. 

IMJ'URTANT "^1^ MOST 

(ch..kO • D,:K1C1KNT 

(chucks) 

BASIC ACADTMIC SKILLS- Tht- n^a- liom;.L icf a„d FncllHi, sk i 1 m 

nMijs«.,ry r,u tnU;s H„di ay rUUnn oul n Job oppUcniJcn. ™ 
condutl.ny rouCliu. co r reapnndcriico , n-onUorinf; liivo, torio-^ 
etc, ■ ' ' 

COHhlUMCATlONS SKILLS. -Th. .kill, rrqulrcd to undcr.t.nd 

and nivo nistructiouo, dCHcrlbg probh,i.s, cxpry^n onD^alf ~" 

Cle^rjy Lu writing, etc. 

mcmm OF THE WORLD OK WURK; Undcriaandinn th^ natur. 

of work, Che role reqn ^ rt^mnnf s inipDiiCc! by wnr< jc^on " 

o: rollccUvtvibnrfiaininR, frf„^e bcnafit;^, sen i or i L v \.yL t o.. 

etc , 

iNTKKACTfC'N WlTn FELLOW Wnn::KRS; .Thn abiUtv to ^:ut ^lonr 

and .let in concort witli onu't^ peers - ^ — = 

lNTrRACT!OM WFTi! SUrLUiOHSl Tha ahiiitv to recn^^nl.e ^md 
^lecepi tlio OKiHtini^ uhaln of command " 

^_ POSmVL ATTJTilDn: Cnncrrn for the erpnnizHtion nnd it^ 
pioducti^; pOMiLlve approach to t^Bk^ nbyi^ncd 



CRAnyMANSiin- The qiwilily and accuracy of vork produrca 

DLPKNDAUJLITYI Good nLlemiance ^nd pu.ic Lun 1 1 tv ; tbc' accen 
cancG of rfc^ponslbllity; acrOuntHbl 1 i 

PKODUCTlVnY- Th^ .prod nnd quanity of work produced 



Open-En ded Questions : Permit a free respotise, rather than 
one limiced to the responses provided. The respondent is 
free to comment on any appect of the topic of interest. 

Open-ended questioris permit the respondent to reply freely 
in terms of personal perceptions of the topic. Responses 
to these questions may suggest relationships not orlginallv 
anticipated, and the length and quality of the answers can^ 
vary greatly from respondent to respondent. Theruforo, 
Ls more difficult and time cunsuming to tahulate fesponHeh 
to open-ended questions. 
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Tha questions below might be used co collect information 
on a work-scudy program: " " 

- The topic can be presented in a single question- 
the a follow- _ . - ? 



additional data 



up question can ba asked to elicit 



Wiiat do you know about tha hiyh schuul wo-^^^c^tudv 
prorrram? " - . . l^m^ 

Wh^^re dia you gai youi: ijif Driiiation? 



The topic can be introduced with one or two brief 
statements ^followed by relevant questions: 



Tha vork^Ktudy progrmu hr.B boon in opana^on for 

1. W);nt d.j you like .aqb^ nbout the program? 

2. What clc you like lunat abjut tiu^ FrOyrni.? 

3. If you could chancru 1 lie work-study piCKnam 
what rhanguc would yuu make? " 



The question can be an incomplete statement which 
the respondent Is asked to complete in his or her 
owm words ■ 



The students; in tht^ work- study program. 
T)iQ buncTitt^ of tho work-study progr™. . 



^ftHbMe fm handouts, ''Exampls of General Questions Developed from 
a opea%f%a aubtop%a/' and review it with the oroup. Netct dt^triiuf^ 
the handout, "Develo^ng General Questions, " mad the tS^^^^' 
thehcmmut, and dvvtae partioipanta into mall groups. Assign each 
small group a set of subtapias from the list Just glerateX -Asf 
eaah group to wrvte questionB on one or more subtopiaB and to yerort 
these qmsttone baak.to the group at large. The aroup at lar,w 
aau^Ld disams tne questions and decide wHah ones they want to wu 
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. r'-'^ ^i^nJ^^t, "Develop^no Demgrarhia QmationB," and dis^ 

l-^^. 'n^n, LKolu^e, jcr exainple, the vsavondsnt'B s^x, aa^, u^a»s of 
^au^a:wK, of^^e,:ienae in th, aamnnm-t., and m^t^^:' S ' 

aaLav,n^,uv^ently envollBd in public aahooU: To 'helv7a,^aiv^a>itB 

iMJHaigphic jhiajtions : Demographic information is usuallv 
gathered to verify that a respondent doon belong to the 
group baing studied and to decermine if cha respondent's 
characteristics have any relationship to his/her answers 
to specific questions, 

- Demographic information can be collected 
using the closed-question format. Examples 
of such questions might be as follows: 



\n v...^, ■: 

I.. s. ■ 



Ctij 1 £ ['i^ in ^ J:v|i 1 c t P 
C^U 1 ! < = ^*t^ 5 ! ^ it i; 

C^fndun Lf > c iu'rs<l tiL in 



7 



21 <!r [-n ; 



^* ^ 0 7 iiv r 
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Demof Tvinhic information, can also be collected using 
the open^questlon format. EKamples of such questions 
sent to community residents might be as follows: 



Vmat ii the dit# of your birth? 
^^nat is ysur Qceupacion? ^ 



Hew many years havg you lived in thii community? 

How many years of eHiicaclon have you compleced? Include 
elementary aehool, high school, ^^ilege/ graduate, techniaaL, 
trade, or business School in your angw^i^? _ 



How many children do you have? 
What are the agea of your children! 



In which ichool grades are your children enrolled? 
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ACTIVITY HANDOUT 



EKample of Topics and Subtoplcs-^FrankllA Schaol 



ISSUE OF INTEREST: What changes are needed 

of career edf; , .ion? 



to improve the teaching 



TOPICS OF INTEREST 

1- Community=Based Learning 
Experience 



SUBTOPICS 

a) course credit given 

b) sepdrate course of study 

c) required or volunteer enrollment 



2. Career Guld 



ance 



a) getting parents Involved in 
career guidance 

b) part of course instruction 

c) useful activities to sponsor 



Career Interest Resource 
Center 



a) location of center 

b) type of target groups to be 
served 

/ > ' ■ 

c) type of materials to purchase 
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ACTIVITY HANDOUT 

Example of General Questions 
Developed From A Specif i ^Subtoplc 

TOPIC OF INTERF-ST.. Career Guidance 

SUBTOPIC: Gettlngi Parents Involved in Carter Guidance 
GENERAL ' '■ ' 

QUESTI ON 1. Which of the career guidance activities involving parents 
should we continue? 

GENERAL 

QUESTION - 2, How could parents become more Involved in career guidance 
GENERAL - ^ 

qUESTION 3. What type of parent Involvement In career guidance is more 
effective? 



? 
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ACtrVlTY HANnOUT 

Developing General Questions 

- DIRECTIONS: This planning sheet can be used to devklop general questions 
for each of the subtopics involved in your survev. As your 
group reviews each question, ask yourselves: Will community 
response to this question provide information which will help 
us realize the purpose of our survey? 

Topic: 



Subtopic 



General Question 



ACTIVITY HANDOUT 



Developing uemographlc Questions 



DIRECTIONS; 



Discuss and list below any demographic queacions you may 
want, to ask. Develop this list, in terms of the following 
questions^ How will this demographic information helo us 
m considering the issue of interest? How can we use" the 
information collected in processing and interpreting our 
data? r m 



Question 



How Responses Will be Used 
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SEQUENCE OF ACTIVITIES 



YOU ARE HERE 



Overview of the Workshop 



T 



1^ Int roduction to the Workshop 



Statement of Purpose 



IssuG-Related Questions 



Community Population and 
Sampling 



T 



Data Collection Methods 

] — 



Data Processing and 
Interpretation 



T 



I The Summary Report 



59 



ERIC 



ACTIVITY 



Community Population and Samplint^ 

The purpose of this aaUvity IB to diaouBs and dasorihs the seleation 
oj survey respondents. . =et£.ccion 

The estimated time for aonduoting this aotivity is 60 miriutGB. 

2. Explain to the planning team that the next step in aonduotina a sur- 
vey zs to dectde zf an attempt, should be made to aoUeat information 
from all tne members of the aomnmity groups listed in the purpose 
statement or from a sample of people Dksaribe a sample as follows:' 

A sample is a -groVof people chosen to reflect the com- 
position of a popuiaion (e.g., the total community group) 
A sample IS usually used when you cannot afford the cost 
(e.g., time, mOney, energy) of gathering and processing 
information for the entire population of Interest. ' 

2. One consideration in selecting a Barbie is the sample size or in othe» 
words, the number of individuals to be inoluded. Suggest that as a 
general rule of thumb, the planning team will want- to have approximatalu 
bO people from each community group responding to the survey. In 
■ usvng a mail out questionnaire, they should send instruments to aon~ 
svderabUj more than SO people since a large percent (sometimes 80 peraent 
or more) of the people will probably not reploy, 

5. Explain to the planning team that probabiUty sampling teahniques ocm 
be used to choose respondents for a sample. In probabiUty samrUng, 
U) the process for selecting the respondents is not left to the judr- 
ment or convenience of the investigator, and (2) the probabiUty -thA 
a gvven respondent will b$ inoluded in, the sample is known, LUt the 
four types of sampling techniques on a ahalkboard or posterboara and 
descrtbe each briefly. 

^ Simple random sample ~-Ina simple random sample, each individual 
hasan^egual-ehrance of appearing in the sample. For example, 
^-supprose that you are interested in a population of 1,000 people 
and want to select 100 of them for a sample. In this case, the 
sampling unit is the individual. You could make a list of the 
1,000 people, put each person's name on a separate piece of ' 
paper, fold it, and drop it into a large bowl. Then you could 
. shake the bowl, draw a name, shake the bowl again, draw another 
name, and so on until ,u had the desired number of names. The 
bowl must be shaken before each name is drawn so that each per- 
son's name has the same chance of being chosen. 
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In practice, a listing of eligible respondents is used in 
place of the pieces of paper. Names are selected randomly i 
from all parts of ^the list using a table of random numbers. 
The key information requirement for simple random sampling 
IS a complete list of all eligible regpondents. 

• Systematic s ampling ~ Systematic sampling is not a pro-- 
bability sampling method like the others listed here. Yet 
it is easy to understand and use. Again suppose you want, 
to select 100 people for a sample from a population of 1,000 
people. Using a systematic sampling procedure^ you could 
divide 1,000 by 100 obcaining 10 for your sampling Interval, 
Every tenth name on the list of eligible respondents Would 
then be selected for the sample. It is easier to draw a 
systematic sample than a random sample because you ar4 not 
required to look up numbers from a table of random nunibers 
to select each respondent. Systematic sampling, like Im- 
dom sampling, howeverp requires a complete master list I of 
eligible respondents* 

* Stratified sampl ing Although the object in sampling is 
to reflect a total population in miniature, all of the 
sampling procedures previously discussed involve some risk 
that the sample selacted may contain a disproportionate 
number of people from a particular subpopulation. With a 
stratified sampling procedure, the population is divided 
into subpopylations on the basis of one or more variables 
which are believed to be correlated with the Information 
being collected. Each group or stratum would require a 
sample large enough to provide approximately 50 completed 
responses. Respondents may then be selected from each 
subpopulation or stratum by simple random sampling or 
systematic sampling methods. 

Cluster sample ~ As noted previously^ a master list is 
needed if simple random or systematic sampling procedures 
are used. Often no accurate list is available. In this 
instance, cluster sampling provides a compromise technique 
which will enable yoa to work with clusters of individuals. 
Suppose that you do not have an accurate population list to 
use in drawing a sample of 100 peoplfe from an area of the 
city with about 5,000 people, but that you do have a list^of 
the city blocks in which they live. You could choose city 
blocks (clusters of individuals) at random and then choose, 
randomly or systematically, the desired number of households 
from each cluster (city blocks) selected. 
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^mame certatn advantages am disadvantages to eaah of the samDlino 
teahmquee. DtatHbute the haridout, '^Probability SamplZi^jSX^" 
ar^ ^fJtBW the mfomation- contained th^ein/ '^^.n^^^P^'^^^' 
bampUng PttfallB," am disouan theas. u%.tTvbute 



"Cormon 



^^iP^/'^/^'^duat, HOW the aampXe aould-bs Baleated and th^ 
ymnoerof .,^;v,.duaLs to ha inalud^d in the ammle. This dA-sausiion can 
uaaur ^n eLtner a largs group or a amall ^roiip setting- " " 
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ACTIVITY HANDOUT 



Probability Sampling Techniques 



SAMPLING TECHNIQUE 

S imip la Ran dom i The pro-* 
bability of selaation im 
thm aame for every eligi- 
ble raspendent and £©r 
every poiaible grouping i 
of aligible respondents. / 

/ 



Syetematic i The Sampling 
interval ia determined by 
dividing the nui^mp of 
people to ba ir^luded in 
the sMple into the total 
number of eligible 
respondenti, / 



Cluster I The sample Is. i 
based upon clustare of 
eligible respondents, - 
Once clusters are seleet^ 
ed^ simpl© random sample 
ing or pystematid sampl-- 
Ing methods are used. 



atratified i The pample is 
3f awn .Irom subpopulations 
whioh are determined on 
the basis of charaoteris- 
tics believed to be oor- 
related with the infor- 
mation being col lee ted. 



A DVANTAGES 

Provides unbiased re 
suits. Easy to 
understand. 




/ 



Easie^ and less time 
oonsuming to use than 
simple random 
sampling. 



Cluiter sampling is a 
good teohnique to use 
if no oomplete list of 
the populiLtion is 
available. Cluster ' 
' sampling is espeoially 
appropriate when used 
in oonjunetion with ^■ 
other sapling proce^ 
dures^ vnien personal 
Interviews are to be 
eonducted with members 
of a population 
scattered across a 
large geographioal 
arear sampling from 
olusters will reduee 
costs, 

this proaedu.Te guar- 
anteea representation 
of subpopulations 
stratified orT'the 
basis of oharaoteris- 
'tios which are expect- 
ed to affect their 
responses, Sinoe it 
permits inferences for 
each suhpopulation^ 
strati f led samp^ ing 
results in more useful 
estimatas thin other 
sampling procedures. 



A master list of 
eligible respondents 
is, needed,^ Somewhat 
expensive / espeoial- 
ly when population 
lists are not jreadi" 
ly available, j May 
result in large 
sampling erro^? since 
oertain population . 
groups may be/ dispro- 
portionately repre- 
sented in thel sample. 

An eligible reipon-* 
dent list is Ineeded . 
which may be |dif f icult 
to obtain, I^ay result 
in a biased sample if 
the naines of | somei pop- 
ulation groups are 
grouped together on 
the list, I 

Clusters ard rarely 
miniatures qf the pop- 
lation, Mo^e individ- 
uals are needed for 
cluster samplinif than 
for simple randdm 
sampling to I obtain ' the 
same levels} of toler- 
able sapling errors. 



Each subpopulation oi 
stratum requires i^i 
own sample of approx- 
imately BO completed 
responses. As a re- i 
suit, the stratified 
sampling prooedures 
cost, more to' conduct 
than other sampling 
procedures* ! 
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t ACTIVITY HANDOUT , 

^ .Common Sampling Pitfalls- 



Overemphasis sn 
convenience 



EXAMPLE 

Selecting people who 
are readily available 
or c^perative. 



SUGGESTED iOLUTIQN 

Use a proiajaility 
lamplinf technique 
when ielectinf peo-^ 
pie to be included 
in the sample* /Ex- 
plain the sampling 
piocedure being 
used to the people 
-whQ collect the 
"data. Explain how 
deviations from 
procedures may rt*- 
suit in ai biased 
sample • ' 



Outdated or insuf^ 
f iclent infomation 



Iniufficient informAtion 
collected 




Going door to door 
and including 5nly 
those people who 
happen to be at ^ 
home* 

Using a list of com- 
munity members that, 
is outdated and/or 
inaccurate # 



Low return rate ob- 
tained « ( Ignoring 
nonrrespondents may 
present a mistaken 
picture and lead to 
false conclusions) , 



Materials returned 
Indicate respondents 
did not have suffi- 
cient information to 
answer the questions 
asked« ■ 



Follow-up procedures 
should be implement- 
ed to contact people 
who were not at home 
the first time. 

Make every ef fort ,to 
update the population 
list from which the 
names for the sample 
are to be selected. 

Follow-up procedures 
should^^ be implement- 
ed. Try using a dif- 
ferent follnw-up 
method than Jim method 
originally used* e,g,, 
if mail questionnaires 
were usedi fpllow-up 
with a telephone call. 

I 

Reexamine the com- 
munity groups included 
in the project. It is 
possible that you se- 
lected the wronf 
groups to provide the 
information you need. 

Reexamine your data 
collection materialg, 
&T^igudus or unclear 
questions may make 
it difficult for the 
people included in 
the sample to provide 
the information , 
needed. 
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SEQUENCE OF ACTIVITIES 



Overview of the Workshop 
Introduction to the Works 



Statement of Purpose 



YOU ARE HERE 



Issue-^Relatec^ 3Ci ns 



Coramunity Population and 
Sampling 



T 



Data Colleqtlon Methods 



Data Processing aud 
Interpret 



the. Summary Report 



\ 



ERIC 
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ACT IVITY 



Data Collactron Methods * ' = 

TMs activity Jo^ on stsp by step proaedums for data aolUaHon 

va^^^'fV^'^^ tnt^ruiew, ^rnd group maeHnga; and on th^ ■ 
vantagQs and d%sadvantagas of eaati. 

I 

The ssiimtBd HmB for aonduating this aaHvity is ' 70 minuiMs. 

Explain to partiaipants that before sBleating a data oolUatian method, 
tne plarmtng tem should disauas the various prooBdu^es for aonduatira 
a sm^ey. Ask partiaipwits to aonsidBr what tasks am involved in 
aanduatzng a mavl questionnaire. List their suggestions on a ohalk- 
poard or posterhoard and then ask the partiaipants to seauenae the 
tasKB. ^ Follow the same proa&^ires for tasks inmlmd in aonduating 
mterv%eWB and group Metings. The st&ps below should he reviewed 
tn these dtsaussions : \ 

• for conductin g a mall questionnaire survey 

- Pilot test Che questionnaire with a small group 
of individuals similar to those who will even^ 
tually be studied. 

- Revise and rewrite the survey Instrument according 

to the recomniendations of the pilot study group, \ 

- Print up sufflcier\t copies of the final question^ 

naires and cover letters. . 

Develop a list of respondents , 

- Assign code numbers to que^sclonnaires in order to 
Identify respondents . 

- Select a mailing date and a date to return the 
questionnaires* 

- Set up a monitoring system to check for returned- 
and unreturned surveys, 

- Prepare, address^ and send mailing envelopes and 
prepaid return enevlopes, 

. ■ \ 

- Follow-up non-respondents with additional mailings 
and telephone calls, ' 

- Sort quastionnaires for data processing. 
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* Steps for conducting an interview 

- Pilot test the Interview schedule with a small 
group of individuals similar to those who will 
eventually be studied. 

Revise and rewrite the Interview schedule ac- 
cording to the recommendations of the pilot istudy 
group. . 

- Print up sufficient copies of the Interview 
schedule. 

Develop a list of people to be interviewed. 

- Select and train interviewers, 

- Selc^ct a starting and ending date for cohducting 
the survey, 

- Set up a monitoring system* \ 
Schedule interviews* 

- Conduct interviews, 

- Follow-up people who did not keep their 
appointments. 

T Review interviews for data processing. 
Steps for conducting a group meeting 

- Develop a list of Individuals to be invited 
to Che . meeting. 

- Select a time and place for the meeting, 

- Prepare, address, and mail out invitations 
to the meeting along with prepaid postcards/ 

- Follow-up with people who did not return the 
postcards, 

- Determine a method for recording data. 

Print up sufficient copies of materials to be 
diatributed at the meeting. 
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- Select and train personnel naaded to conduct the 
meeting, 

ponduct the maeting* 

- Review the data collection materials for data 
processing* 

Ohb importmt aansidemtion in seleating a data aolleaUon method is 
the aost oj ths method. Ask partiaipants to list what aosts thsy 
th%nk mm tnvolved in each of the three m&thodB under aonsideration. 
Thezr d%sQU8s%on should inalude the following information: 

• Mail Ouestionnair e 

- Printing the questionnaires and cover letters 
Postage 

- Time for staff to prepare, type, format and mail 
thr questionnaire 

- Time for staff to monitor the returned questionnaires 
and to follow-up on unreturned questionnaires 

^- - Tir- for staff to code the questionnaire responses 
. ^liu prepare the data suimnaries, 

• j^ntervlews 

Printing of interview schedules 

- Telephone costs and/or travel costs 

- Time for staff to prepare type, and format Invitations 
and interview questions 

- Time for staff to schedule and conduct interviews 

- Time for staff to monitor the progress of interviews 

- Time for staff to code the questionnaire responses 
and to prepare data summaries, 

* Group Meetings 

- Printing of invitations and materials to be distributed 
at the meeting ' , . . 
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- Cost of meeting facilities 

- Travel costs 

- ' Time for staff to plan fe^e meeting 

- - - \ ' ' 

- Time for staff to prepareAtype and and format 

materials to be distributedXat the meeting 

^ ' ■ \ 

- Time for staff to conduct theNmeeting 

- Time for staff to prepare summar3( reports of 
the meeting. 

Ask partioipcmts to dCsauss the advantages ot mah of the three data 
aolle^Hon methods. List their responses orf \ ahalkboard or poster- 
board. The list might inalude the foliowing e\mples. 

• Mail Questionnaire 

- A large number of respondents can be contacted 
...simultaneously, 

- Anonymity is possible with questionnaires, 

= The cost of this method Is^ relatively low compa/ed 
Co the other methods* 

• Interviews 

- Most of the interviews scheduled are completed. 

" Answering Interview questions does not require 
specific reading or writing skills, 

- An interview can establish rapport with a respon- 
dent and thus, strengthen the respondent's 
motivation to replyi 

- An interviewer can clarify the meaning of both 
questions and answers, 

• Group Meetings 

- Participants are able to discuss multiple approaches 
to a problem or question. 
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- Participants can develop a better understanding 
of the reasons for particular decisions. 

- A largp. number of people can lied in a shorl 
period of time* 

Ask papHaipayits to disausa the Msa,. 7^., of eu sn thr^^ 
^data QOlUaUon nrnthodB. Lut thHr jpoHBes on a ahalkboard or 
postsrb..jrd, Tim list might include the following examplm: 

* Mail Questionnaire 

- People frequently do not complete or return the 
questionnaire. 

- ThRre is no opportunity to clarify the meaning of 
a question or a response. 

" Completing a questionnaire requires both reading 
and writing skills. 

• Interviews 

- Tiaining is required to prepare the interviewers. 

- An interviewer may introduce his or her biases when 
recording inforTOationt 

- Interviewing is a relatively more time-^consuming 
process than other data collection methods. 

- ' Intepiewlng can be costly if the personnel con- 

ducting the interviews must be paid and if long 
distances must be travelled, 

• Group Meetings 

- A skillful leader Is needed to ensure that most 
individuals participate* 

- Social pressures may influence the responses given* 

- The group process frequently makes it difficult to 
gather complete data or, in some instances, to keep 
the discussioq focused on the agenda* 
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- The daCa collected may not accurately reflect the 
, context in which the information was provided or 
the data may be difficult to interpret* 

me diffiaulty in Qonduating a loaal opinion survey in aarmr edum- 
t%on %3 that mspondMntB may not be highly motivated to partiaipate. 
D%3QU8S w%th the planning team merr^ers ways to encourage partiaipation. 

« Mall Questionnaire 

» Include a cover letter or statement explaining the 
purpose of the survey and the importance of the 
respondent's assistance. 

- Explain in the cover letter that responses will be 
confidential or anonymous, 

- Set a time limit for retnrning the questionnaire, 

- Include a telephone number should respondents want 
more information, 

- Include a postftige=paid return envelope* 

- Follow-up the original mailing with reminders 
about returning the questionnaire. 

- PersonaliEe all correspondence by using the individ= 
ual's name and signing each letter with a blue pen, 

- Publicize the study. 
• Interviews 

- When introducing the interview, be brief, casual 
and positive. Answer any questions the respondent 
may have^ and Indicate that the interview is not a 
test, AlsOs estimate the amount of time the Inter^ 
view will take, 

- Indicate that responses will be confidential. 

- Publicize the study. 
» Group Meetings 

- Send a letter to participants explaining the purpose 
of the survey and the Importance of their assistance. 
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In the invitation, estimate the. tima required to 
participate in ^e meeting'f' 

- Enclose a postage-paid return postcard with the * 
^ invitation so that recipient can indicate whether 
or not he/she plans to attend. 

" Publicize the meeting and study. 

If possible^ offer the respondents refreshments. 

Encoumge partiQipants to make a deGision regarding the c^ta aollea- 
t%on method theii^ group should use. In this disQussion^ direat 
partiQipants to keep in Mnd the purpose of their survey ^ the speaifia 
questions to be asked^ the advantage and disadvantages of eaah method^ 
and the cost of aonduating the methods This disausaion should oentei^ 
on the reasons why the group should choose one of the three alverna- 
tive methods^ 
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SEQUENCE OF ACTIVITIES 



Overviaw of ths Workshop 



Introduccion to the Workshop 



Statement of Purpose 



T 



Issue-Related Questions 



Community Population and 
Sampling 



Data Collection Methods 



YOU ARE HERE^. 



Date Processing 
Interpretation 


and 









The Sumniary Report 
i, 
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ACTIVITY 

Data Processing and InCerpretaClon 



^ TJwjurpose of this aativity is to provide an Lntroduation to iJ 
tasK Oj data proaessing and interpmtation. 

pie estimated time for oonduoting thia aativity is 80 minutes. 



E^lain to partiaivants that onae the data ar<^ r^nn-^fp'^ • ■ -..f 
^tep %s to proaess and then vnterprnt tJm data. To do thU tha^/ 
must f%mt swmavUe the data. DisimmuR th^ handout ^Txampi^^ 
of a Data Simnary Sheet," mid explmn that tnis is an msy tec}miquG 
whtah my aouLd use. Note that the ea:mwle illustrates both aloBM 
ana -gp|n) quesPionsr 




id quasticns — provida gets of possible responsas; 
ifore, tha tBspotm categories are already set. The 
should assign codes so that the most positive re- 
e category is assigned the highest number (see 
example provided). 

^ Open questions — elicit a free responsci which may reflect 
the respondent's attitudeB, opinions, or knowledge about 
any aspect of the topic involved* In order to process 
the data from open-ended questions, the responses to each 
question must be categorized* 

Three guidelines for categorizing the responses to open- 
ended questions should be noted i 

7 The categories for each question should be derived 
from a single principle of classification (e*g*, 
degree of importance, type of activity). 

- The categori^er^should be mutually exclusive (i.e., 
it should not be possible to place a given response 
in more than one category) . 

r The categories should be exhaustive (i*e., it should 
be possible to place every response given in one of 
the categories established). To accomplish this, it 
may be necessary to establish a "catch-all" category 
for each question. 
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>^nentn& reoponses to all quesHom have h^en aoded, the mspouBes 

bejucrnutted by oode mmb,v an a data Bh.et. Distrihut^h^^ut 
":.xampLe o: a Data Sheet," ««d ^:^lain that in this ]^mmpU ^aah ' 
reapom, ta va^ntifiM by a oode number in tlie left-hand cAimn. 
Hl.onot£^Jiat qma-tvona am identified aaroaa the top of the ahe^r 
and ,ne snect /tZZed out by enteHng the aode nwnber assigned *o 
.'J^ msponsc given by the i'^ ipondent to eaoh queBtion. 

Thj next task in pmasaaing tne data 'is to Bimnarise the r^sponaes 
or saan polled^ group to eaoh queBtion in the nurveu. Bv ue-^w ll^^ 
:at.u v^aoiKi ^neet, mmbars of the plmming team aould ^wev^avp a 
.vecmenay t^ao^c md graphia supplemeHt, or theij may ikah to naleu- 



Distribute jhe !iandout, "Eample of a Fi'equenay Table ana 



Hzstogram, and eavlam tnat a table aan be uaed to d' s- 
pLoy the aomj-letc range of responBes given to a questLon. 
A jreqimnay tabte aan also be presented aa a hiijtoaram or 
t^argraph as showi in the handout , 

Uatribute the haridout, "Example of a Frequenau Table with 
Percentages and Means CaUulated from Freouenay Data. " 
Explazn that many types of Bummry statiBtiaa are amil- 
able, fut thio workshop will be limitijd to tm of thr ma-H 
useful. They are as follows: 

Percent apes — Figures in a frequency table are converted 
to percentages to indicate the proportion of the group 
which gave a particular rssponse to a certain question. 
It is usually considered to be good practice to' avoid 
using percentages for small totals (i.e., less than 20 
respondents). Also, fractions of percentages should 
not be used , 

Mean — The "mean" or avTrapp response to a set of re- 
sponses Is used to indicate the typical response of 
indivldujils to a question. It indicates what a group 
feels about a question when the responses are "averaged 
out." This can be computed only if the response cate- 
gories relate to a continuous scale which indicates a 
gradual Increase or decrease from one response to the 
nuKt. The, mean can easily be computed from data in a 
frequency table, as shown In the handout, "Example of 
a Frequency Table with Percentages and Means Cal uated 
from Frequency Data." 
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Ths way 



^Ueatton n^,nhad, and the values and p.raepHo.^ oftkUrL". 

-^^^^P-^i^tion or data fro. a loaal opir^ion lnX.. 
r-.u^. Jt^j.^d a pi-aaess of demHna Ways to examin- ^r^om^'^^- 

'i^T- Tabula, Data^" ana IrU n, 

— .... .ni-ec a-.jjerunt int^rpmtation memodB as joilowa: ' ' 

« Example On ei A simple summary statement describine the 
response of each group Is included. In th:=s GKampL 
Che atatement specif ical.ly mentions the st...iatic (per- 
centage, trequency or means) which best describes the" 
response^ 

• Example Two; , If more than one group responds to a ques= 
tion and their responses ire similar, combine the re- 
sponses muo one table and prepare a summary statement 
describing the combined respDnses. In such a summary 
the planning team should highlight any differences in 
the responses of the separate groups. 

• Example Three : If more than one question was askPd on a 
specific topic or subtoplc, decide whether or not the re- 
sponses to those questions should be considered together 

I It IS decided that questions should- be considered to- 
gether, prepare a summary statement which clarifies the ' • 
relationship between the responses to those questions 
and suggests how those responses support a general con- 
clusion or interpretation. 
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ACTIVITY HANDOUT 



Example of a Data Summary Sheet 



Questiani Each student in Franklin School should have formal 
instruction in career education. 

Strongly Strongly 

Agree ' Agree Neutral Disagree Disagree 

□ □ □ □ □ 

Probe i Please explain your answer below. 





A, Data SuTmnary for the 


Closed Question 








Response 


Number of 




Number of 








Parents 


% 


Teachers 


% 




Strongly Agree 


68 


32 


57 


29 




Agree 


98 


45 


120 


60 




Disagree 


32 


15 


20 


10 




Strongly Disagree 


15 


7 


3 


1 




No Response 


2 


1 


0 


- 0 






215 


100 


200 


100 




B, Data Sununary for the 


Probe 










Response 


Number of 




Number of 








Paryrts 


% 


Teachers 


% 


1. 


Career education is 


100 


hi 


120 


60 




important. 












Students in these grades 


82 


38 


55 


27 




need to learn about work 










3* 


The students should under- 21 


20 


19 


10 




stand how school subjects 










relate to Jobs. 












Other" 


12 


5 


6 


3 




1 » 


215 


100 


200 


100 
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ACTIVITY HANDOUT 



EKample of a Data Record Sheet 



1 -—^ . . ^ — ^ 

Community G' 


coupi 


Parents of 


Franklin 


School Students 








Respondent 
Coda Number 


Question Number 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


.11 


001 


5 


3 


4 


4 




2 


2 


1 


2 


.4 


3, 


002 


4 


3 


1 


4 


5 


2 


3 




, 3 


5 


4 


003 


2 


3 


3 


2 


4 


1 


2 


2 


2 


5 


5 


004 


4 


, 3 


1 


3 


5 


2 


1 


2 


1 


3 


. 3 


005 


■J 


A 




d. 


4 


1 


2 


1 


3 


4 


3 


006 


3 


3 


1 


3 


4 


3 


3 


2 


2 


3 


3 


007 


NR 


2 


2 


4 


5 


2 


2 


■ 1 


3 


3 


' 2. 


008 


4 


3 


1 


3 


3 


1 


, NR 


NR 


3 


4 


3 


009 


3 


5 


1 


4 


5 


2 


1 


1 


2 


5 


5 


010 


4 


3 


2 


3 


4 


1 


1 


2 


3' 


5 


3 


on 


2 


3 


1 


2 


3 


3 


2 


1 


2 


3 


3 


012 


5 


3 


3 


3 


5 


•3 


1 


3 


2 


4 • 


4 



NR = No Response 



ERIC 
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AGTIVITY HANDOUT 



Example of a Frequency Table and 


Histogram 


r- - — — — 


Question 1: Franklin School students should be 
a separata career education course 


expected to enrnl 1 in 


Response Category 


Number of Parents 


Strongly Agree 




Agree 

Neutral * ^ 


75 
54 


Disagree 


25 


Strongly Disagree 


0 


No Response 


25 


, Unclear Response 

I- t 


0 



Question li Franklin School 
separate career 


students should be eKpected 
education course. 


to entoll in a 


Rfesponsa Category 












Strongly Agree' 












Agree 








Neutral 








Disagree 










^ Strongly Disagree 












No Response 










Unclear Response 












\ ■ 


r 

10 


i 

20 


30 40 SO 60 70 


r • 
80 


— ^ 

90 100 






. Number of Parenrs 





\ 
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ACTIVITY HANDOUT 

Jxample of a FreoMe ncy Table wltn Percentages 
and Means Calculated from Frequency Data 



Question li Franklin School students should be expected to enroll in a 
separate career education course. 



Response Cate^orv 


Number of Parents 




Strongly Agree 


36 


16 


Agree 


75 


35 


Neutral 








.5.' 


25 


Disagree 


25 


12 


Strongly Disagree 


0 


0 


No Re'^pon 


25 


12 




215 


100% 



Interpretation: 



A total of 51 percent of the respondents either stronelv 
agreed or agreed that Franklin School students siu-uld be 
expected to enroll in & separate career education course 



• Only 12 percent of the respondents disagreed with the state- 
ment and none strongly disagreed. 
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Question 1: Franklin School students should be expected to enroll in 
a aepapate career education course. 



Response Category 


Number of 
PaT-«nts 


Scale 
Value 


Scale Value x 
of Parents 


Strongly Agree 


36 


5 


lao 


Agree 


75 


4 


300 


Neutral 


54 


3 


162. 


Disagree 


25 


2 


50 


Strongly Disagree 


0 


1 


0 


No Response 


25 


0 


0 




215 (less 25 
is 190) 




592 



Mean = igo/IiF - 3.64 (which can be rounded to 3.6) 



In terpratat ion ! 



• The mean score for question 1 was 3.64. This indicates 
that the average , response of parents was closest to "4" 
or the "agree" choice on the scale. 



93 



Interpretation of Tabular Pat a 



EKample 1: 



K Career education should be a program goal for our school, 

(1) In favor (2) Not in favor (3) Not sure 

CO>MUNITY GROUP 



Total 100 



100% 



200 



Response i"ategories 


^ Franklin School, 
No. of Parents 


% 


Smith 
No. of 


School 
Parents 


% 


(1) In fa\'or 


70- 


70 




134 


67 


(2) Not In favor 


20 


20 




40 


20 


(3) Not sure 


10 


10 




26 


, 13 



100% 



Interpretation! ' 

• Seventy percent of the parents of Franklin School students stated 
that they were in favor of career education as a school program 
goal. Twenty percent were not in favor of the goal, and ten per- 
cent Wire unsure, ' 

• Sixty-seven percent of the parents of Smith Bchool students stated 
that they were In favor of this goal. Twenty percent were not in 
favor of this goal, and thirteen percent were unsure. 
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EKample 2i 



1« Career education should be a program goal for our SGhool. 



(1) In favor 

Response Categories 

(1) In favor 

(2) Not in favor 

(3) Not sure 

To Lai 



(2) Not in favor 



Franklin School 
Number o f 

Parents % 



(3) Not sure 

Smith School 
Number of 
Parents % 



70 
20 
10 



100 



70 

20 
10 

1001 



134 
40 

26 

200 



67 
20 
13 

100% 



Intorprotation : 



Both Schools 
Number of 
Parents ^ 



204 
60 
36 

300 



Sixty-eight percent of the parents of both Franklin and Smith 
School students were in favor of career education as a school 
program goal. Twenty percent were not in favor of this goal, 
and twelve percent were unsure. ParentB from each of the 
schools did not differ greatly in their opinions. 



68 
20 
12 



lOOf 
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Example 3 ; 



Data Summary for Quescion 1 



1* Career educacion should be a 
program goal for our schpo] , 



Response 
Category 

In favor 
Not in favor 
Not Sure 



Both Schools 
Number of 
Raspondants % 



Total 



^204 

36 
300 



68 
20 
12 



lOOX 



nterpretatldni 



Data Summary for. Question 5 



5, Name the one problem which you 
believe should receive the most 
attention In our school.* 



Response 
Cataoer^ 



Curriculum not 
relevant 

Poor career 
guidance 

Low student 
self esteem 

No job placement 
service 

Low achievement 
scores 

Threats of teach- 
ers* strike 

No response 

Total 



. Both Schools 
Number of 
Pe spondents % 



53 

30 

68 

20 

40 

29 

60 



.300 



In response, to Question 1, a majority of the krants 
(68 percent) favored career education: as a school pro- 
gram goal. In response to Question 5, a majority of 
parents (58 percent) cited problems relatea to career 
educatlon\(e.g. , curriculum not relevantj poor career 
guidance, l^jw student self eateem, no job placement 
service), together, these responsea suggest that the 
parents feel that the schools have a responsibility 
^o' teach career\education and that the schools are not 
juccaeding at present. 



18. 

10 

23 

7 

13 

9 

20 
100% 
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SEQUENCE OF ACTIVITIES 



Overview ot: the Workshop 



Incroduction to the Workshop 



Statement of Purpose 



Issue-Related Questions 



Cominunity Population and 
Sampling 



Data Collection Methods 



f Data Processing and 
Interpret a t ion 



T 



YOU ARE HERE — 



The Summary Report 



□ 



ERIC 



131 



6b 



ACTIVITY 



^■ne riuTo^^ a: rnia aaiivitu ia t;o dt^sajHbc th^ sammru mparts 

'^rie dstimucJ iir:^ for aondmting thic aaHvi.ty is SO minut-^s. 

h^xi^lain CO partiaivants the following information: 

With the incerpretation prepared for each question and/or 
each topic, the career education planning team is now 
ready to prepare a summary report. The basic material for 
this report has already been completed (i,e., the data sum^ 
mary sheet and the interpretation for each question). 
Basically, writing a report requires the preparation of an 
introduction, a brief description of tha procedures followuJ 
in the survey, a description of the logical organization of 
the daca and interpretation under appropriate headings, and 
^the preparation of a summary of the results. For long're- f 
ports, an abstract should be prepared* ^ 

Dividfi parHaipants into small groups of threa or four individuals 
Instruat man small group to oonBidBr what they would inalude in an 
tntroduatton to a loaal opinion suinJsy report in thmr corrmmitu. 
Emi' lain that the introduotion Qhould provida an overview af th<^ uur- 
vey, and that it should simmrisQ the information sQt fovth in th^ 
pux-pose stat&mgnt. The inti^oduation should inalude for exmrpU: 

• The reasons why the survey was conducted. 

The nature of the corrniittees or individuals undertaking 
the study. 

® The major issues and topics of interest. 

• The jommunity group from whom information was collected* 

ifnen all small groups have finished their -introduation^ ask eaak to 
read their suggested introduation to ths group at large. 

DisQUBs with partiaipants the type of information whiah should be 
znaluded zn the other seaticns of the report. Be ^ sure thP followinc 
points are inaluded: ^ - - -- ^ 
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The prueedufe section describes how the Gurvev was olannt^d 
and conductad and highlights the key decisions made' in 
carrying out the survey. It also includes che reasons vhv 
various decisions were made. Therefore, the procedura 
section describes : 

the sampling technique 

Che data collection materials 

- the data collection methods 

- the statistical procedures for analyzing the data. 

The find ings of the study contains tables used to describe 
the data, statistical results and interpretation of the 
findings as described in the previous actlvitv, "Data 
Processing and Interpretation." 

The summa ry qF the surve y includes the general conclusions 
of the study, application of the results, recommendations 
for program changes, and recommendations for future studies. 
The summary should be written In language which addresses 
the nain purposes of the study. 
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